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1. Click on the Code Favorites tab. Note:  The steps for adding a value to your profile are the same for 
each element:  Fund, Organization, Account, Program, Activity, and Location.   

 

 
 

2. Click on the Add button. 
 

 
 
 

1. 

2. 



FOAPAL CODE – FAVORITES 
Last Updated on: 7/22/2011 

PORT_FOAPALFavorites_ver_11.2.1  Page 2 of 4 

 

 
 

3. Enter the FOAP Favorite Nickname and select the Default check box if appropriate.   
4. If defaults are selected on your user profile, they will be displayed.  Update the FOAP values that you 

want to set as a favorites. 
5. Click on the Save button. 

 

 
 

6. Note that the Code Favorite was added. 
7. Click the Add button to add another Code Favorite with multiple FOAPAL strings. 

 
 
 
 
 
 
 
 

3. 

4. 

5. 

6. 

7. 



FOAPAL CODE – FAVORITES 
Last Updated on: 7/22/2011 

PORT_FOAPALFavorites_ver_11.2.1  Page 3 of 4 

 

 
 
8. To add additional FOAP strings, you may need to scroll to the right of the browser. 

 

 
 

9. Click the add splits link.  Note:  In this example, we will have 3 different FOAP strings for this code 
favorite. 

10. The type of FOAP split will be % or Price.  Enter the % for each split.  Note:  When you use this favorite 
code split, you can change to Amount of Price on the cart if necessary. 

11. Enter the desired FOAP values for the favorite code split list. 
12. Scroll back to the left on the browser. 
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13.  Enter the FOAP favorite Nickname. 
14. Click the Save button. 

 

 
 

15. To edit one of you FOAP favorites, click the Edit button and repeat steps 3 – 5. 
16. To delete one of your FOAP favorites, click the Delete button.  You will be prompted with a pop-up 

window to confirm the deletion.  Click the OK button to confirm.  
17. This completes the steps for this procedure.  Click on the East Carolina University icon to return to the 

home page. 
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